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Punctuation helps organize the content of 

writing for the reader.  Proper punctuation 

increases the clarity of written communica-

tion and avoids problems of ambiguity and 

misinterpretation. In this half-day class, 

we’ll focus on the following skills: 

 When to use commas for clarity (in a 

series, in a parenthetic phrase, between 

independent clauses) 

 How to use colons and semicolons    

correctly 

 Where to properly place quotation 

marks  

 How to use apostrophes carefully 

 When to properly use hyphens, dashes, 

and parentheses  

 When to use punctuation with “that” 

and “which” 
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